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;'1. Applidation/ Date INNTRUCTIONA: See zoparate tnstructlons for completion of FOR - RECORDS HANAGBHBN'I‘ DIVISION USE
7 73./ front und reverse of thix form. Sign original and two coples Date Retclved Application No. Dale Comp!!led.
“2. Amency Application No. ahd forwnrd to Department of Archives and History. Attention: h é
7., JUN 7 19'!3
Records Mnnasen\onl (lfﬂtcr
- et L gV i

3 AGENCY, Divimion, Suldivision ) Adminiotering Office Addreas
Department of Transportation

‘Diviasion of Administration

Roy Krauss

No. 2 Capitol Square Joanri fafe brg _m:-ﬁ“ DY S ! PO I ————— T
H_i‘__“—“ e O v M i 70
1. ACTION REQUESTED '
ESTABLISH DISPOSITION STANDARD . DISPOSE OF PRESENT ACCUMULATIONS
RECORD WILL CONTINUE TO ACCUMULATE D NO FURTHER ACCUMULATION ANTICIPATED
v8. Eartiest & Latest Date;u;rgérles o -h ExactSenes T\tle ‘

|% . The Pivision of Administration provides staff support to the Department .in the areas of

1965 - to date Registered and certified mail receipt file '
10. What is the function of the office in which this record series is created * :

general accounting, audits and fiscal procedures, personnel and training,contracts
procurement and administration, equipment control, purchasing inventroy and warehouse .
control, general files, records management, Department budget and air travel service..
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11 Thas flle contams the following docume?ts {include form numbers and titles, if any, and file arrangerhent) o ¥

ﬁocuments relating to certifying and regtsmring mail
Included in the file is receipt form (3811) and receipt book (3877)
The file is numerically arranged by year.

ATTACH SAMPLES OF THE FILE

12_ EQUIPMENT OCCUPIED | No. of Drowers | Cu. Ft. of Records || - No. of Drawers Cn Ft. of Records

ANNUAL RATE OF A(_:CUMULATION )
l‘h'-llu Flle Drawers .

/3 _____ %
T ' : In Office(s) In Blorage Area(s)
Legalsite Fle Drawers Floor Space Occupied (Square Feel)
- ' : ) This Last | Preceding] All Priors
) ’ : : : Year's Year's Year's Year's
Box . ] 2 ; ;
o e L ] AVERAGE DAILY REFERENCES 3 1 1 1
A . - .




QUESTIONNAIRE Place an "z in the proper column. If answer 8 “YFS.,” please explain YES NO
13. Is this the Record Copy of the series? . : ¢ [X] i
| 14. 15 there a duplication of this series in ancther office or agency? : : {1 X}

15. Is the information contained in this series ever summarized or published? Attach copy of summary or publication. [ ] '[X]

16. Does the series contain classified information requiring security handling? [ 1] iX)
e YRt YaceErRT e g ThRad

17. Does the series initiate, amend o1 terminate agency policies and procedures? cerjexrtaiotsbt To ot XPC ||
Procedure is to account for receival of letter and delivery. ©ocaRaps totiend S Lok

18.°Could the function be perféied-if the files were lost or destroyed? SPERT  siraoed mUCIPA [y

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ ] (x]

20. Does the record series provide data as input to an EDP file? _ [ 1 »X]

| 21. Does the record series contain documentation produced as EDP printout? [ 11Xy
% Arirangnx Fipig hot™itaurga hop F'rh-l-t:yip DAt ornh b-l e o]

22, Has the Federal Government issued instructions governing retention/disposition of- these files? R A N b 8

FRen ~r . - St
3. WIN there., b,e a, need for these records r10 15 years o now? 1f yés; what’ coitRsteieiohl To ool vi( o]t [X]
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24. REQUIREMENTS THe following réquires the' filesrto berkept” . . tasannsn years 200t (o8l Iniuonee | Toutrag

a. [ ] STATE b. [ ]STATUTE OF <. [ JAUDIT d [*]FEDERAL e [-ﬁ] ADMINISTRATIVE f. [ ] HISTORICAL
LAW LIMITATION PERIQD LAW DECISION ~ VALUE
(Cite Law, Statute, or other reason for the retention requirement) )

U. S, Official Postal Manual - Section 159.32.

| 25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each .
-[X] CALENDAR YEAR  -[ ] FISCAL YEAR -[ ] Other . then:

- [X] Hold in the current files area .. month(s)/ . 1...... year(s):
- {Xr]: Transferito- [ X}’ State (Records-Center. {, ], Local, Holdmg Area; ,ho!\dm T?“!?m:? y%a‘m,) (5B ie peiynr nf e
'[x] Destroy SPree epiuatadens foen reC R Erucn o neiznfot copaegaoh)
[( ) Transfer Yo State’Archivesfof. permanerit freteﬁtid’niﬂn" troeli® oy ¢F LofulaeT
[ 1 Destroy immediately after cut- offbmm' RN AR AR F“ thoatn oY onliR g

[ ] Other: (Spemfy)

{indicate briefly rationale for recommendations above/or write additional remarks):

Attach Samples of the Series ' 1 q 7 J Records Management Officer Y § | -7 3 D
26. Recugmmendati_onsf\ r [ ] ApproveoU [ ] Disapproved | \"¢ ©f Asencv/Desienss sone, M'  Josee
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